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PART ONE: AN INTRODUCTION TO WORD PROCESSING 














FIRST TIME ONLY — STARTUP AND PRELIMINARIES 


We assume that you know how to turn your computer on, and that it has been equipped with the right 
hardware. If you’re not sure about this, turn to the appendix entitled ‘“Installation’’.) 


BEFORE ANYTHING ELSE, A FEW WORDS ABOUT DISKS: 


Disks are pretty tough: they will take a lot of careless handling and still cooperate with you when you 
try to get a previously stored document from them. But there are some definite DOs and DON’Ts: 


1. Don’t ever touch the portion of the disk that you can see through the oblong slot - especially the 
underside of the disk. Grease and dirt on the diskette itself can make it impossible to use. 


2. Don’t crease the disk’s shell. 


5. Do keep disks away from motors and magnets. It’s OK to lay them next to a typewriter, but at 
least a few inches from the typewriter’s motor, for example. 


4. Dostore your disks at a reasonable temperature: wherever you would be comfortable, they would 
be comfortable. 


5. Do put disks back in their protective sleeves when you’re not using them. 


Do use a soft-tipped marker, not a ball-point pen, to write on a disk’s label. 


STARTING UP THE PERSONAL SECRETARY™ 
To start using the word processor, you must: 


a.) Insert the diskette in the disk drive (if you have two drives, use drive number 1). 


b.) Turn on the computer. 


The ‘in use’ light on the disk drive will come on, and the drive will sound as though it’s slicing your 
disk into pieces. This process will continue for about fifteen seconds. If it goes on longer, or if it 
doesn’t make shredding sounds, then it’s not working right. 


What you see next on your monitor’s screen depends on whether someone has used the disk before 
or not. If this is not a brand new disk, jump ahead to the next section, ‘‘THE MAIN MENU”’. 


IF THE DISK HAS NOT BEEN USED BEFORE: If this is the very first time the disk has been 
used, the screen will present several questions for you to answer about the way your equip- 
ment is set up. After the introductory questions have all been answered, there will be some 
more clicking and whirring. (You will never have to answer these initial questions 
again—they appear only the first time a Personal Secretary™ disk is used so the program will 
know what type of equipment you’re working with.) 


THE MAIN MENU 


When the clicking and whirring stops you will see the MAIN MENU of The Personal Secretary™. All 
parts of the program are available from this point: 


THE PERSONAL SECRETARY 
CHOOSE: 
1. CREATE/EDIT DOCUMENTS 
2. PRINT DOCUMENTS 
3. EDIT A CARD FILE 
4. DELETE / TRANSFER / RESTORE 
5. SET UP A DOCUMENT DISK 
6. CHANGE SYSTEM FEATURES 








«” 


Press 6; if the information there indicates that The Personal Secretary™ thinks you have @ disk 
drives, you will need to correct it back to 1 in order to do the first lessons in this tutorial. The disk 
drive will whirl for a few seconds and you will see another menu with the legend ‘‘MATCHING THE 
PHRSONAL SECRETARY TO YOUR APPLE COMPUTER ”’’. Press A to select DRIVES, then O (not zero) 
for (O)NE drive. Then press the ‘‘ESC’’ key to return to the Main Menu. 


LESSON 1—HOW TO TYPE INTO THE PERSONAL SECRETARY™ 


In this lesson, you will: 
CREATE a document 
ADD some text to the empty document 
LEARN what the ’edit mode marker’ is and how to use it 
SAVE the document for later use 


CHOOSING SOMETHING TO DO 
When the clicking and whirring of startup is finished, your monitor screen will look like this again: 


THE PERSONAL SECRETARY 
CHOOSE: 
1. CREATE/EDIT DOCUMENTS 
2. PRINT DOCUMENTS 
3. EDIT A CARD FILE 
4. DELETE /TRANSFER/ RESTORE 
5. SET UP A DOCUMENT DISK 
6. CHANGE SYSTEM FEATURES 


Choose the first selection, ‘‘1. CREATE/EDIT DOCUMENTS’’: simply press the number ‘‘1’’ in the 
top row, left corner of your keyboard. (Note: don’t confuse the number ‘‘one’’ with the letter ‘‘ell’’.) 


BASIC RULE #1 — MENU SELECTION: This kind of display is called a ‘‘menu’’. Throughout 
these programs, whenever you see a ‘‘menu’’ display, you can select an item simply by pressing 
the keyboard number or letter corresponding with that item. 


If you haven’t pressed 1 yet, do it now. 
HOW TO STOP DOING SOMETHING — The ESCape Key 


After a few seconds, the screen will display a second menu - this one with three lettered choices. Let’s 
suppose you didn’t mean to get to this menu. How do you get back to your previous choice? You press 


the key labelled ‘‘ESC’’ (that stands for ‘‘ESCape’’) in the third row, left corner of your keyboard. Do 
that now. 


BASIC RULE #2 — GETTING TO THE BEGINNING OF THE PROGRAM: Whenever you want to 


stop what you’re currently doing and back up a step in the program, the ‘‘ESC’’ key will do that 
for you. 


If you haven’t pressed ‘‘ESC’’ yet, do it now. Once you’ve returned to the initial menu, select 1 again. 
Now, on the lettered choice menu, select option ‘‘B. START A NEW FILB’’. 











TYPING AND ERASING 


Now the screen is asking you ‘‘CREATE WHAT DOCUMENT: ___’’. Notice that just to the right of the 
question is a single underline character. Press any letter on the keyboard and watch what happens. 
That letter appears on the screen where the underline character was, and the underline moves over one 
space. Try typing three more letters. 


BASIC RULE #3 — THE TYPING MARKER: The underline character is called a ‘‘marker’’. 
Whenever this marker appears on the screen, your computer keyboard will work like a 
typewriter. 


Now press the left-pointing arrow key (on the right-hand side of the keyboard) once. The last letter you 
typed is erased, and the marker moves left one space. Press the left arrow key enough times to remove 
all the letters you typed. 


BASIC RULE #4 — BACKSPACING: When your computer is in its ‘typewriter’ mode, the left ar- 
row key is like a backspace/erase Key. 


Now try typing two short words. Then hold down the SHIFT key, and while keeping it down press the 
left arrow key. What happens? 


BASIC RULE #5 — WORD DELETION: When your computer is in its ‘typewriter’ mode, the 
shifted left-arrow key erases the whole last word.: 


Now you are ready to go ahead with document typing in its simplest form. Go ahead and put in a 
name for this experimental document (it must start with an alphabet letter, but may contain letters, 
numbers, and spaces), then press RETURN. 


‘EDIT’ MODE AND THE EDIT MARKER 


Now there is an entirely new display on your screen. The second line is black letters on a light 
background, and the third line is a black ‘‘up’’ arrow (\) on a light background. Like the underline 
character, this arrow block is called a marker. You now have two markers to deal with: the underline 
marker which tells you that the word processor is in TYPEWRITER mode, and the arrow marker 
which tells you that the word processor is in EDIT mode. When you are in ‘edit’ mode, the keyboard 
does not function like a typewriter. Instead, many of the keys have special functions that give com- 
mands to the word processor, and you can move the marker to any part of the screen you want 
without writing any characters at all. The second line on the screen will usually tell you what options 
are available to you at the moment. Right now, for example, it tells you that you have exactly two op- 
tions: A to add text, or ESC to quit. Don’t press A yet, though. Because the edit mode marker is on the 
screen, the A key won’t do what it would do on a typewriter. Instead, it gives a special command to the 
word processor when you press it. 


CHANGING FROM EDIT MODE TO TYPEWRITER MODE 


Press A. Now the editing marker has disappeared and has been replaced by the typewriter marker. 
Also the second line of the screen has been replaced by a ‘‘ruler’’ that shows the columns of the 
screen. Try typing two or three letters, including A. The word processor is acting like a typewriter. 


BASIC RULE #6 — CHANGING FROM ‘EDIT’ MODE TO ‘TYPEWRITER’ MODE: When you are in 
‘edit mode’ (that is, when the arrow marker is on the screen), the A key will switch you into 
typewriter mode. 


Go ahead and type a few lines, just as though you were at a typewriter keyboard. Don’t worry about 
format or ‘‘typos’’ for the moment, don’t even hit any carriage returns, just keep typing and watch 
what happens on the monitor screen. Did you notice that the word processor could tell when you were 
getting near the edge of the screen? Whenever it sees that a word won’t fit in the space that’s left, it 
moves you right on down to the next line. That’s one of the nice things about using a word processor; 
but you may also have noticed, especially if you’re working on a forty character-wide screen, you 
can’t always get as many words on one line of the screen as you can on one line of a typewritten docu- 
ment. That might raise a sudden question in your mind: Will all your documents have to be narrow 
from now on? Definitely not. When you have finished getting the content of a document right, you can 
insert special commands that tell the printer to re-arrange the text to fit on whatever width of paper 
you are using. There is more information about this later on. 








BASIC RULE #7 — NO NEED FOR CARRIAGE RETURN: You don’t need to worry about pressing 
the carriage return at the end of each line. Unlike a typewriter, the word processor does that for 
you automatically. When it comes time to print out the document, the word processor will also 
fill in the lines on paper to whatever length you specify. 


Get out of typewriter mode by pressing the ESCape key once. Now the arrow editing marker is back and 
the typing: marker — the underline — is gone. You are in the editing mode, and your keyboard no 
longer works like a typewriter. | 


MOVING THE EDIT MODE MARKER AROUND 


Try another experiment now. Press the left-arrow key and watch the marker. It goes to the left one 
space. Press it nine or ten more times: one space each time. Now press the right-arrow key. The marker 
moves right one whole word. Do it twice more: one word each time. Do it several times. It wraps all the 
way around the screen, falling off the right side and appearing again on the left. 


BASIC RULE #8 — MOVING THE EDIT MARKER HORIZONTALLY: In edit mode, the left-arrow 
moves the edit marker left one space. The right-arrow moves the marker right one word. It is 
perfectly safe to make the marker fall off one side of the screen since it will reappear at the other 
edge. 


Now try pressing the ‘RETURN’ key and then the slash (/) key (bottom row of the keyboard, right 
edge). What do they do? 


BASIC RULE #9 — MOVING THE EDIT MARKER VERTICALLY: The RETURN key moves the edit 
marker up one line in edit mode, and the slash key moves it down one line. It is perfectly safe to 
run the marker off the top or bottom of the screen: it will simply re-appear at the opposite edge. 


The keys that move the edit-mode marker around have some additional features if you hold down the 
shift key while you are pressing them. The shifted left-arrow key moves the marker to the beginning of 
the line; the shifted right-arrow key moves the marker right one space (instead of one word); and the 
shifted RETURN and slash keys move the marker up or down repeatedly. 


SAVING A FILE FOR FUTURE USE 


That’s enough for Lesson One. Press the ESC key now and a new menu will appear, asking if you want 
to save the file by the original name or some other. For now, press A to save by your intended file name. 
The screen will tell you that your file is being saved. 


BASIC RULE #10 — SAVING A FILE: To save a file for future use, press the ESC key when you are 
in edit mode. You will be given a chance A) to keep the originally intended file name; B) to change 
the file name; or C) to not save the file yet at all. If there is already a file by the same name, ‘‘A’’ 
will ask if you want to replace the previous version with the new one. 


The screen will now ask you if you want to edit your file anymore. For now, press ‘‘M — GO TO OTHER 
MENUS.”’ The disk will whir again, and you will be returned to the Main Menu. 


LESSON 2 — HOW TO PRINT: The Basic Techniques 
In this lesson you will: 


Make a Draft Print directly from The Document Editor 
Make a Formatted Print from The Document Printer. 


If this is the first time The Personal Secretary™ has been used on your computer system, go to the ap- 
pendix called ‘‘MATCHING THE PERSONAL SECRETARY TO YOUR PRINTER ’’, then return to this 
point. Otherwise, proceed. 


PRINTING A DRAFT COPY OF YOUR DOCUMENT 


From the Main Menu, select ‘‘l CREATE/EDIT FILES” again; but this time, instead of starting a 
new file, select ‘‘A. MANAGE CURRENT FILES’”’ on the Editor Menu. The disk will spin briefly anda 
new type of menu will appear, a CATALOG of documents available for editing. One name will be 
familiar to you as the file you created in Lesson One. The other two, TRYOUT and SECOND TRY, are 
files you will use later. 


Your file should be number 3 in the catalog. Go ahead and select it in the usual way, by pressing 
‘“3’’ You will see your selection recorded at the bottom of the screen. To start everything in motion, 
you need to press RETURN. As a rule of thumb, you will find that menu specifications that COULD 
require more than a single keypress (as from a catalog like this one, that could have documents 
numbered 10 or above) will need RETURN to finalize them; menus that always have less than 10 
choices will never need RETURN. 


If you haven’t done it yet, press RETURN; your document will be loaded into The Editor from the 
disk, exactly as you saved it at the end of Lesson One. 


Turn on your printer, and proceed with your first command, the Draft Print. 


HOW TO MAKE A DRAFT PRINT FROM THE EDITOR 


Note that one of the commands indicated on the second line of The Document Editor screen is 
(P)RINT. 


THE P COMMAND: Its purpose is to give you a DRAFT copy of your document. It is NOT for produc- 
ing final, nicely formatted copies. 


Move the marker to the line at which you wish to begin printing, and press P. The very top line of 
your screen will clear, and then instruct you to PRESS RETURN TO CONTINUE. Do so. 


If your hardware is set up correctly, the printer will start printing out your document line-by-line 
as you typed it in. Obviously, this is not the way you print up final copies of the document! Instead 
it is a way of getting a draft copy to edit. ; 


Try the process again when the first draft is finished, this time starting from a different place just 
to get the feel of it. (You won’t always have a need for the draft copy feature, but it is frequently 
useful for a quick record of the way a document was set up.) 


When you finish with draft printing, press ESCape to leave your document, then press M to return 
to the Main Menu. 


PRINTING A FORMAL COPY OF A DOCUMENT 


From the Main Menu, select choice ‘‘2. PRINT DOCUMENTS’’. The next menu is the Printer Menu: 


PERSONAL SECRETARY PRINTER 


A. Select a file to print 
E. Go to the editor 
M. Go to other menus 


For the time being, all we need is to press A to proceed. The next menu is a document catalog like the 
one in The Document Editor. Again, select your document by number, and press RETURN. 


You will be asked (S)CREEN OR (P)RINTER? (press P for printer), then HOW MANY COPIES? — (press 
‘1’, then RETURN). 


The disk will spin, then a page full of information will appear, informing you of the current settings for 
margins, page length, etc. For the time being, just accept those specifications by pressing ESCape. There 
will be a beep when The Document Printer is ready, and the screen will instruct you to press RETURN 
when you’re ready. Make sure the printer is on and paper in place, then press the RETURN key to start 
printing. 
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This print will, of course, look somewhat different from the draft print. There is a left margin of 12 
spaces, and the lines are all filed to a maximum width of 66 characters. 


Try it again. When the printer has finished, you will be given a menu that allows you to select ‘‘A. 
CHOOSE A FILE TO PRINT.”’ Do so, and proceed as before until you reach the screen with the margin 
settings again. This time we will change a couple of them to see what effect that may have. 


The first line is for LEFT MARGIN; a margin of 18 spaces is indicated, with the underline typing mode 
marker to the right. Press the left arrow twice, and the ‘‘12’’ will disappear, just as in The Editor’s typ- 
ing mode. Replace the 12 with a significantly different number, say 20, and press RETURN. The under- 
line marker will move down a line, next to the ‘‘66”’ indicating LINE LENGTH. Erase 66 as before, and 
replace it with something else, say 40, and again press RETURN. Press RETURN a few more times, and 
note that the marker moves down the page from item to item; note that the numbers stay the same 
unless specific changes are made before the RETURN. 


Be sure to press RETURN after your last change, then press ESCape to proceed, as indicated in the in- 
structions at the top of the screen. Go ahead with the printing and compare the results with those of the 
first run. 


Do as many prints as you want, changing the settings each time. The margin control screen will let you 
format most standard documents. Later chapters of the tutorial will demonstrate other formatting con- 
trols, but at this point you are able to type in and print out most documents. 


When you finish experimenting with The Document Printer, return to the document catalog; at that 


point it is safe to turn off both the printer and the computer. The next few lessons will concentrate on 
text editing and layout techniques. 


nil 








PART TWO: THE DOCUMENT EDITOR 











LESSON 3 — EDITING: HOW TO ADD AND DELETE WORDS AND SENTENCES 


In this lesson you will: 


EXAMINE the document catalog 

EDIT an existing document 

ADD TEXT in the middle of existing text 
DELETE one letter 

DELETE one word 

DELETE a whole line 


Start just as you did for Lesson Two, but stop when you get to the menu with the lettered choices, the 
Editor Menu. 


Choose menu item ‘“‘A. MANAGE CURRENT DOCUMENTS” this time. The disk’s in-use light will come 
on for a moment, then a new menu with three numbered entries will appear: TRYOUT, SECOND TRY, 
and the document you created in the first exercise. 


EDITING AN EXISTING FILE 


Select ‘‘1 TRYOUT” by pressing numeral 1. Your selection will be recorded at the bottom of the screen, 
but not much else will happen until you press RETURN. 


After the disk drive’s in-use light goes out, your screen should look something like this: 


Ahis is a sample document which has 
been set up to be used with your 
instruction manual. You will make 
several changes to this document while 
learning how to use the various 
features of the editor. 


PRACTICE WITH THE EDIT MARKER 


Exercise: Using only the RETURN key and the right-arrow key, move the marker so that it covers up 
the ‘‘m’’ in ‘‘manual’’ on the third line. Don’t press any other keys. Do it now. 


Did you succeed? If not, go back to Lesson One. 


Exercise: Now use only the slash key and the left arrow key to move the marker to cover up the ‘‘w”’’ in 
‘‘with’’ on the second line. 


HOW TO ADD WORDS IN THE MIDDLE OF EXISTING TEXT 


Now the exercise gets a little more interesting. You are to add the word ‘‘major’’ between ‘‘several’’ and 
‘“‘“changes’’ in the fourth line. Follow the directions below (don’t get creative yet; follow them exactly). 


1) Move the edit marker so that it covers the ‘‘c’’ in ‘‘changes’’. 
®&) Press the ‘‘A’’ key. 

5) Type the word ‘‘major’’. 

4) Press the ESC key. 


Your screen should now look like this: 


This is a sample document which has 
been set up to be used with your 
instruction manual. You will make 
several major ~ changes to this document 
while learning how to use the various 
features of the editor. 
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Notice, by the way, that where your addition would have made the line too wide for the screen, words 
were shifted to later lines to keep that from happening. ; 


BASIC RULE #11 — ADDING TEXT: Whenever you want to add some text to a document, follow 
the 4 steps below: & 


1) put the marker after the spot where you want to add, 

2) press A (for ADD), 

3) type in as much as you want to (even several lines or pages), and & 
4) press ESC. 


HOW TO CHANGE EXISTING WORDS 


The next exercise is to change a word that you’ve already written. There are several ways to do this, but 
just one will be enough for now. 


Exercise: change the word ‘‘document’’ in the first line to ‘‘file’’. The steps are: 


A) Put the marker on the ‘‘w’”’ in “‘which’’. 
B) Press A. 
C) Now either 


1. Press the left-arrow key 9 times, or 
2. Hold down the shift key and press the left-arrow key. 


D) Type the word ‘‘file’’. 
E) Press ESC. 
That’s it. Your screen should now look like this: 

This is a sample file“ which has been 
set up to be used with your 
instruction manual. You will make 
several major changes to this document 
while learning how to use the various 
features of the editor. 


There are no new basic rules in this case, just the application of some earlier ones. 


HOW TO DELETE WORDS AND LINES 
If you wanted to delete a word, you could do it with the rules you’ve already learned. For example, to 
delete ‘‘document’’ instead of replacing it with ‘‘file’’, you could simply have omitted step D in the 
previous exercise. 
But there are some other methods, too. 


Exercise: Delete the word ‘‘your’’. The steps are: 


A) Position the marker just to the left of the word ‘‘your’’. 
B) Press “d’’. 


The screen blinks, and the ‘‘y’’ in ‘‘your’’ is gone. 
C) While holding the SHIFT key down, press ‘‘D’’ (this is ‘‘shifted-D’’). 
The screen blinks and the rest of ‘‘your’’ is gone. 
BASIC RULE #12 — DELETING CHARACTERS AND WORDS: When you are in edit mode, the ‘‘d’”’ 
key deletes the next character after the marker, and the ‘‘shifted-d’’ deletes all the characters up 
to and including the next space. On rare occasions - when you want to delete the very first 


character on a line, for example - you want to delete the character hidden by the marker. To do | . 
that, hold down both SHIFT and CTRL, and while holding them down, press ‘‘d’’. 
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DELETING A WHOLE LINE: To delete a whole line at once, instead of word by word or character 
by character, (1) put the edit marker on the line you want to delete, (2) hold down the key labelled 
CTRL (and row, left edge), and (3) while holding down CTRL, press ‘‘d’’. 


SAFEGUARDS AGAINST ACCIDENTAL FILE DESTRUCTION 


Press ESC one more time. The screen will show you three choices. Take choice C. 


BASIC RULE #13 — REPLACING THE ORIGINAL: When you are making changes to a file, the 
original still is stored safely on the diskette. You are always given a chance to NOT replace your 
original, either by selecting choice B and saving your edited text under a different name, or by 
selecting C and not saving its most recent changes at all. (If you choose C, your text remains in 
the computer’s memory, available for more editing; it just isn’t saved permanently on the disk 


yet.) 


This is the end of Lesson Three. 


LESSON 4 — HOW TO EDIT WHOLE BLOCKS OF TEXT 


In this lesson you will: 


MARK off a block of text within a document, 
DELETE that marked-off block, and 
MOVE a marked block around. 


Choose option A in the editor, and then choose item ‘‘2. SECOND TRY” to edit. Your screen should look 
like this: 


This is the second paragraph of a long 
letter. It really isn’t where it 

belongs, since the first paragraph 
should come in front of it. 


The second through the twelfth words 
of this paragraph aren’t really needed 
at all. 


This is the first paragraph. Your 
task is to move it where it belongs. 
That’s really pretty easy, as you 
will see. 


HOW TO “MARK”’ A BLOCK OF TEXT 


Move the edit marker down to the space between ‘‘The’’ and ‘‘second’’ in the second paragraph. Don’t 
leave it on top of the ‘‘s’’; leave it in the space just to the left of the ‘‘s’’. Now press the M key. A special 
mark will now appear in this spot. It remains even after you have moved the marker. It Marks one end 
of a block of text that you may want to do something with. 


Now move the marker to cover the ‘“‘a’’ in ‘‘all’’ in the third line of the same paragraph. Press M again. 


Notice that the top of your display screen has now changed. It shows the first and last few letters of the 
block you have marked (‘‘secon...’’ TO ‘‘...at’’ MARKED.), and it also reminds you of the choices you 
have at this point. 


BASIC RULE #14 — MARKING BLOCKS: Using the edit mode marker and the M key, you can 
mark both ends of a block of text. The block can be as long or as short as you like, and you can 
mark either end first. Once you mark one end, you have to mark the other, or press the C key to 
Cancel marking. | 
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HOW TO DELETE A MARKED BLOCK 


But what do you do with a block of text? As the prompt line at the top of the screen shows, you can 
(D)ELETE it, (M)OVE it, or (F)ILE it. In this case, press D. When you are asked if you want to ‘‘DELETE 
MARKED RANGE?” answer ‘‘Y’’ for yes. Your screen should now look like this: 


This is the second paragraph of a : ; 
long letter. It really isn’t where it | 

belongs, since the first paragraph 

should come in front of it. é 


The 

all. 

This is the first paragraph. Your 
task is to move it where it belongs. 
That’s really pretty easy, as you 
will see. 


BASIC RULE #15 — BLOCK DELETION: Another way to delete things is to mark them first, then 
use the block-delete option. This is the best way to delete a large section of text at once. 


If you didn’t follow the instructions exactly, your second paragraph may have ended up looking like 
this: 


The s 
all. 


or this: 


The 
all 


BASIC RULE #16 — HOW MUCH IS REALLY MARKED: The block of text that you Mark is BE- 
TWEEN the special marking blocks. It never includes them. 


HOW TO MOVE A BLOCK OF TEXT 
Being able to move a block of text is more important than being able to delete it. As an example: 


A) Move the marker to the beginning of the blank line preceding the second paragraph (the one that 
says ‘‘This is the first paragraph’’) and press M. 


B) Move the marker to the end of that paragraph and press M again. 


C) Now that you have marked the block, move the marker to the beginning of the line just before the 
first paragraph and press M (meaning MOVE, this time) again. 


D) Answer ‘‘N’’ when you are asked, ‘‘DELETE MARKED RANGE?’’. 


Your screen should now look something like this: 


This is the first paragraph. Your 
task is to move it where it belongs. 
That’s really pretty easy, as you — 
will see. 


This is the second paragraph of a long 
letter. It really isn’t where it 

belongs, since the first paragraph 
should come in front of it. 


The 

all ¢ 
This is the first paragraph. Your 
task is to move it where it belongs. 


That’s really pretty easy, as you ‘5 
will see. 








(If you had answered ‘‘Y’’ when asked if you wanted to delete the range, the original copy of the marked 
block would no longer have been on the screen.) 


BASIC RULE #17 — MOVING VS. COPYING: The MOVE option can be used both to copy and to 
move a block of text. After marking a range and indicating where you want it moved to, you are 
given the choice of deleting the originally-marked copy or of leaving it in place. 


If you Mark a block of text then decide you want to change the marking or don’t really want to mark at 
all, just press ‘‘c’’ to Cancel the marking. 


There are some limitations on the use of the MOVE option: You can’t move a block of text that would, 
even temporarily, make the document too long (you won’t hurt anything by trying, though), and you 
can’t move a block of text inside itself. 


Since the special Mark never includes the letter it covers, you may wonder how to Move something .- 


whose first character is at the left-hand margin. Put your market at the end of the preceding line. The 
program will know what you mean. 


This is the end of Lesson Four. Press ESCape, then ‘“‘C. DON’T SAVE THIS AT ALL’’ to avoid saving the 
~- document you have just been altering. 


LESSON 5 — HOW TO USE THE SEARCH AND REPLACE COMMANDS 
Plus: Scrolling and Screen Reformatting 


You have now been exposed to the most basic features of the text editor; mastery will come with use. 


This lesson presents the additional features available to you in edit mode. If you’ve successfully com- 
pleted the earlier lessons, this one will be easy. 


In this lesson you will: 


LEARN WHAT SCROLLING is and how to do it. 

USE THE G@ COMMAND to get to a particular line. 

USE THE S COMMAND to search, and the R COMMAND to replace. 
USE THE x COMMAND to ‘‘clean up’”’ a paragraph. 


HOW TO “‘SCROLL’’ FROM PAGE TO PAGE 


If your document is more than one screen page long, you need a way to see the rest of it. Moving from 
screen page to screen page is called scrolling: many word processors do this one line at a time, but THE 
PERSONAL SECRETARY™ usually does it one full screen at a time. 


To scroll forward one screen page when in edit mode, press ‘‘;’’. To scroll all the way forward to the 
end of the document, press ‘‘+’’ (shift-;). To scroll backward one page, press ‘‘-’’. To scroll all the 
way back, press ‘‘=’’ (shift -). (If it helps think of it as ‘‘plus or SHIFT-plus to go forward, minus or 
SHIFT-minus to go back’’.) . 


To scroll forward one line, press ‘‘F’’; to scroll backward one line, press ‘‘B’’. 


To scroll forward half a screen page, press shift-F; to scroll backward a half page, press shift-B. 


HOW TO SEARCH FOR A PARTICULAR LINE 


To prepare for the next section, get TRYOUT on screen ready to edit, and do a draft print with line - 
numbers. 


THE G COMMAND: Press G; the prompt line will ask ‘‘GO TO LINE #’’. Using the draft copy you just 
printed, type in one of the numbers that appears in the left-hand column and press RETURN. The 
screen will now display that line as the first line on the screen. Play with this option a little. It is 
most useful when you use it in conjunction with the numbered print-out: you can make corrections 
on the print-out and then call up the exact lines you need one by one. 
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(A note on strategy here: When you are making corrections using the G option, it is best to start at 
the end of the document. If you start at the beginning and make corrections that either add or take 
away lines, the line numbers hidden on your screen will be pushed or pulled out of agreement with 
your print-out. But if you start at the end, then you will have finished with each line before it can 
have been re-numbered by changes above it. 


HOW TO SEARCH FOR A PARTICULAR WORD 


THE S COMMAND: The S (for Search) command is one of the most powerful editing tools available to 
you. Press the ‘‘S’’ and the computer will respond with ‘‘SEARCH FOR WHAT ?’’ on the second line. 
Just type in a word you want to find (e.g., ‘‘document’’) and press RETURN. If that word appears in the 
document, the line it is in will be brought to the top of the page, and the edit marker will be positioned 
just to the right of the word (so you can edit the word quickly with the A and left-arrow keys). 


Pressing ‘‘S’”’ again will show you the word you last searched for: if you want to search for other occur- 
rences of the same word, just press RETURN. 


SEARCH AND REPLACE 


Use the R command to replace selected text words with some other word. 


THE r COMMAND is used if you only need to make a single replacement, e.g., to replace one occurrence 
of ‘‘document’’ with ‘‘paragraph’’. Once you have used the ‘‘s’’ command to find ‘‘document’’, press 
‘‘p’? and type in the substitute word on the prompt line. The change is made for you on the screen when 
you press RETURN. 


Let’s say you’ve searched for ‘‘document’’ and the computer has moved a line containing that word to 
the top of the screen. When you type “‘r,’’ the second line of the screen will say: 


SEARCH /REPLACE document/ __ 


and you should type in ‘‘paragraph’’ and press RETURN. The replacement will be done automatically as 
long as the letters just to the left of the edit marker are ‘‘document.”’ 


If you experiment a little, you will discover that you don’t have to search for an entire word: the com- 
mand will work on any letter or any combination of letters. 


A few users have asked why we always require them to press a key-in order to replace each additional 
multiple occurrence of a word. The reason is that it’s all too easy to make replacements that were never 
intended. For example, you may want to change ‘‘men’’ to ‘‘people’’ throughout a document. If the revi- 
sion were completely automatic you could change all ‘‘men’’ to ‘‘people’’, but you might also end up 
with changing ‘‘commentary’’ to ‘‘compeopletary’’ in the process, without realizing until too late what 
had occurred. 


TIDYING UP YOUR SCREEN 
THE X COMMAND: Your screen should look something like this right now: 


This is a sample paragraph which has 
been set up to be used with your 
instruction manual. You will make 
several changes to this document while 
learning how to use the various 
features of the editor. 


If it doesn’t, that’s OK, but you should have something with several lines of text. Do the following: 


A) Move the edit marker to the beginning of the third line. 
B) Press A. 
C) Type ‘‘one’’ and press RETURN, then ‘‘two’’ and RETURN, then ‘‘three’’ and RETURN. 


D) Press ESCape. 
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Now your screen should look like this: 
This is a sample paragraph which has 
been set up to be used with your 
one 
two 
three 
instruction manual. You will 
make several changes to this document 
while learning how to use the various 
features of the editor. 

Ugly! Those short lines are really supposed to be a part of the paragraph. Do the following: 


A) Move the marker to the top line of the paragraph. 
B) Press X. 


Now your document should look much neater. 
The X option allows you to ‘‘clean up”’ a paragraph by pushing partially filled lines together. It starts 


from whatever line the marker is on, and keeps crunching lines until it reaches a blank line, a line 
beginning with a blank or a “‘>’’, or a line ending with a ‘‘)’’. 


LESSON 6 — UNDERLINING, CAPITALS, AND TABBING 


The keyboard of your Apple isn’t quite like the keyboard of a typewriter; there is no shift lock, no tab 
sets, no tab clears, no tab key, and no underline key. 


But of course, there are very simple ways to do these important things. 


HOW TO UNDERLINE 

Find the key labelled ‘CTRL’. It’s in the lower left hand corner of your keyboard — right above the shift 
key. When you are in typing mode, the CTRL key works something like a second SHIFT key; that is, it 
changes the effect of whatever other key you are pressing at the same time. For example, in typing 
mode if you hold down CTRL and then press ‘U’ while holding it down (we abbreviate this by saying 
‘press CTRL-U’), a single underline character (__) will appear on your screen instead of ‘‘u’’ or ‘‘U’’. 
It isn’t possible to actually have an underlined word appear on the screen, but you can show that you 
want a word underlined in final production. Let’s say we wanted the word ‘underline’ underlined in the 
sentence ‘‘Making an underline is easy.”’ 
We would edit the document to look like this: 

Making an __underline is easy. 
Each __ is produced by pressing CTRL-U. When printed, the line looks like this: 


Making an underline is easy. 


The rule for causing underlines is: the first CTRL-U turns underlining on; the next one turns it off 
again. 


If we wanted to underline all the ‘‘a’’ words in the sentence ‘“‘I ate the grapes.’’, we would type it as: 
I__ate_ the __grapes_. 
And it would appear in print as: 


I ate the grapes. 
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Or if we wanted to underline only the a’s themselves, we would type: 
I_a_te the gr__a__pes. 
And it would appear in print as: 


I ate the grapes. 


(Note: When you make a Draft Print, the underlines will appear just as you typed them. Only in the 
Final Print are they expanded out to full underlines.) 


HOW TO LOCK THE KEYBOARD IN UPPER CASE 


Sometimes you will want to type a whole sentence or paragraph in upper case letters. To lock your 
keyboard into upper case mode, press CTRL-L — that is, while holding down CTRL, press the L (for 
LOCK) key — and continue typing. To unlock, press CTRL-L again. 


You will notice that the only keys locked into their upper-case function are the letter keys. All other 
keys continue to type as though there were no shift-key pressed. This is called an ‘alpha-lock’, and it 
makes it much easier to type mixtures of upper case letters and numbers. To get the shifted portion of 
the non-alphabet keys, just use the SHIFT Key as always. 


HOW TO ‘“‘TAB’’ ACROSS THE SCREEN 

Two main kinds of tabs are possible. Later lessons describes how you can type in text with special 
characters that will allow you to do right-justified tabs as well as left, and that will let you re-set your 
tab stops without re-typing your material. And later chapters show you how to indent without indent- 
ing. : 
But if all you want to do is skip quickly across the page, here’s how: 

A) Get into typewriter mode. 

B) Press SHIFT-right arrow. 


The typing marker will skip quickly across. It will stop at position 6, 9, 17, 25, and 33. 


HOW TO FORCE THE END OF A LINE 
You may want to keep The Personal Secretary™ from combining certain lines. If you end a line in typ- 


ing mode by typing a SHIFT-RETURN, you will put a ] at the end of the line. This signals the printer that 
it is not to combine that line with the following one. 
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PART THREE: FILE MAINTENANCE 








HOW TO MAKE A DOCUMENT DISK 


A disk must be specially prepared by THE PERSONAL SECRETARY™ before it can store documents. 
On the very first menu, press ‘‘5’’ in order to prepare a disk properly. The monitor screen will in- 
struct you when to insert your new disk into the drive. < 


Unless you prepare a disk using this method, it won’t be able to hold any documents at all, and if 
you try to store documents on it, the program will fail, and you will have to turn off the machine 
and start over. 


You can re-use old disks as long as they haven’t been damaged. WARNING: once you use option 5 on 
a disk, any old documents on it will have been permanently erased. 


As the last step in making a document disk, you are asked to give the disk a name. Whatever name 
you give it will appear at the top of the menu listing all the documents on the disk. Type in a name 
and hit RETURN. 


WHATEVER NAME YOU TYPE IN ON THE KEYBOARD, YOU SHOULD ALSO WRITE ON THE 
LABEL IN THE CORNER OF THE DOCUMENT DISK AFTER YOU REMOVE IT FROM THE DISK 
DRIVE. If you don’t get in the habit of doing this, you may accidentally erase some important 
disk at a later time. (Reminder — Use a soft-tipped pen when writing on disk labels; the pres- 
sure of an instrument like a ball-point could go through the shell and damage the disk 
inside.) 


After you have prepared a disk, the program tells you, ‘“REMOVE YOUR DOCUMENT DISK AND IN- 
SERT YOUR PROGRAM DISK’’. The Personal Secretary™ will always tell you when you need the pro- 
gram disk in the disk drive. 


In addition to keeping your documents on a disk other than the program disk, other good habits in- 
clude: 


Always have one extra empty document disk prepared, in case you need it. 


Make up some kind of an index system for your document disks. The Personal Secretary’™ 
will be much easier to use if your disks are organized in some useful manner. Exactly what 
system you decide on isn’t so important, but it is important that you invent some system. 


HOW MUCH A DOCUMENT DISK WILL HOLD 


An empty document disk has room for about 25,000 words. Depending on whether you use Pica or 
Elite type, whether you single-space or double-space, and how wide you make your margins, that’s 
between 35 and 100 typewritten pages. You can store a maximum of 58 documents or sub- 
documents on one document disk, provided their combined length is 25,000 words or less. 


LESSON 7 — DOCUMENT DISKS: HOW TO MAKE THEM, HOW TO USE THEM 
In this lesson you will learn: 


WHAT a document disk is, and how to use it 

HOW MANY documents you can put on a disk 

WHERE you should store your diskettes 

WHY it’s important to make a paper copy of important documents 
WHEN it’s safe to turn your computer off. 


In the earlier lessons, you have undoubtedly noticed that at the top of the menu where ‘FIRST TRY’ and 
‘SECOND TRY’ are listed, there are two other pieces of information: the name of the diskette, and the 
number of words of storage still left on the disk. 


You probably also noticed that there was very little room left on the program disk for document 
storage. For most of your projects you’ll want more space, and anyway, it’s generally bad form to keep 


documents on the program disk itself. 


Instead, prepare one or more separate disks to keep your documents on. 
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The Document Editor can work with about 3000 words at a time; larger documents can be broken 


down into smaller sections for ease of editing. 


The computer keeps track of how much room is left. When a document has less than 1000 (one 
thousand) words left you should start up a separate document, link the two together with an )XT 
command, and continue typing in the new document. 


HELPFUL HINT: If you are entering a lot of text into the file, The Personal Secretary will occa- 
sionally ‘‘pause’’ for a moment, needing some time to arrange all of the material that you’ve typed 
in. As your document begins to get ‘‘full’’ the pauses tend to get longer. You may find it more conve- 
nient to make sub-files as you notice this happening, rather than try to fill the file to the absolute 
limit. Later on in these lessons, you’ll see how easy it is to use sub-files to link everything together. 


THE IMPORTANCE OF. PAPER 


Even if there was no such thing as a hardware failure or a program failure or a greasy-fingered human 
failure, disks would eventually wear out and become unusable. It is good business practice, therefore, 
to make sure that you have either paper copies of your documents somewhere and/or duplicates of 
your important document disks. A good rule is: once you’ve printed an important document, keep and 
store a paper copy of it. While you are still drafting an important document, keep your rough drafts, 
and use the TRANSFER option (Lesson 8) to make copies of the document-in-progress. 


Copies of entire disks can be made using the COPYA disk copy program (on your Apple™ ‘‘System 
Master’’ disk). 


WHEN IT’S SAFE TO STOP 


Any time The Personal Secretary™ is showing a menu page that has nothing to do with SAVING files, 
you can quit without fear of losing documents that you have been working on. 


If you are in the middle of a document and have to shut the computer off for some reason, be sure to 
ESCape from The Editor and save your work first; if you do not save, you will lose any changes you 
have made to the document since the last time you saved it onto the disk. The prior copy on the disk 
will be undamaged but also unchanged. 


If you have to shut the computer off while you are in the middle of SAVING a document onto the 
disk, you may very well damage the copy you are saving. It is unlikely, though possible, that you 
would damage other documents on the disk in this case. You should definitely transfer your 
documents from the possibly-damaged disk to a new one. (The damage, of course, would not be 
something you could see: it would be a change in the magnetic signal on the disk.) 


One final note on good practice: When you are in ‘‘edit’’ mode (with the ‘‘~’’ marker visible) and 
press ESCape, you are given the chance to save your program onto the disk. After doing this, you 
are given the option ‘‘E - EDIT SOME MORB”’ and by typing ‘‘E’’ can return directly to do some more 
editing. Since it only takes a few seconds to save a document but many minutes or hours to replace 
lost work, it is good practice to save your document onto the disk after every half hour of additional 
work. 


LESSON 8 — HOW TO TRANSFER AND DELETE DOCUMENTS 
In this lesson you will: 


TRANSFER documents from one disk to another 
RENAME documents 
DELETE entire documents from a disk. 


If you intend to TRANSFER documents from one disk to another, be sure the disk you will transfer to is 
already set up as a document disk (using Main Menu selection 5 — see Lesson 7). 


All three functions are available from a single selection, ‘‘4. DELETE/TRANSFER/RESTORE FILES’’, 
on the Main Menu. Proceed by pressing ‘‘4’’. The ‘‘File Maintenance’ Menu appears next: 


FILE MAINTENANCE OPTIONS: 


A, RENAME / DELETE /TRANSFER DOCUMENTS 
B. RESTORE A DOCUMENT 

C. RESTORE DOCUMENT/CARD FILE CATALOGS 
ESC — QUIT 
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TRANFERRING DOCUMENTS FROM DISK TO DISK 


The TRANSFER, option is selected by pressing ‘‘A’’ on the file maintenance menu. You will then be 


presented a document catalog, by now familiar to you from The Document Editor and The Document 


Printer. 


Make your selection in the usual way (select a number and press RETURN); your options will appear as 


follows: 


FILE: XYZ 

D TO DELETE IT 

R TO RENAME IT 
T TO TRANSFER IT 


Remember that if you decide you don’t want to do any of these things, you aeazs have the ESCape op- 
tion to back up in the program. 


Select T to TRANSFER, your selected file. The program will tell you which disks it needs at each stage of | 


the transfer process. The sequence of events is: 


A) The file is read into the computer FROM the original document disk. 
B) The catalog of the other disk is examined. 
C) If there is no file of the same name, the file is copied to the disk 


D) If there is a file of the same name, you are asked if you wish it replaced or if you wish the file to be 
stored under another name ; 


E) If the file is transferred to the other disk, then each line of the file is examined to see if there are 
associated sub-files that need to be transferred too. If there are, the process above is repeated un- 
til all the needed files have been transferred. 


For practice, transfer TRYOUT and SECOND TRY for use later; and transfer the files you’ve created — 


yourself from the program disk to the new document disk you made in the last lesson. When you finish 
transferring all the desired files, make sure The Personal Secretary “ program disk is in the drive, and 
proceed. : 


HOW TO RENAME A DOCUMENT 


The process for RENAMING a document is much the same as the TRANSFER process pasaaties 
above. 


From the Main Menu, select ‘4 DELETE/TRANSFER/RESTORE FILES’’. When the File 
Maintenance Options Menu appears, select ‘‘A. RENAME/DELETE/TRANSFER DOCUMENTS’’, 
just as before. The catalog will appear; after you make your selection, you will again be allowed to 
choose (D)ELETE, (R)ENAME, or (T)RANSFER. 


This time press R. The original name will appear, then the screen will ask what the new name ~ 


should be. After you type the new name and press RETURN, the program will verify the new name, 
just as in The Document Editor, by asking if you want to store under this new name, select yet 


another name, or leave the file alone altogether. Instruct it accordingly with A, B, or C; after the 


change is completed you will be returned to the catalog (which will now reflect the new file name). 


‘HOW TO DELETE A FILE 


Again, from the Main Menu, select ‘‘4’’, then ‘‘A’’ on the File Maintenance Options Menu, and pro- 
ceed to catalog your new document disk, as you did in the previous exercises. . 


Select one of your files from that catalog for deletion (not TRYOUT or SECOND TRY — you'll need 


them later) by typing its number and RETURN. When the next menu asks your command, press D . 


TO DELETE. You will have to press D twice. (This is to protect you from accidentally deleting an im- 
portant file.) Pressing any key other than the one called for will return you to the menu without af- 
fecting the file. After you press D the second time, the drive will spin, and the selected document 
will be erased. 
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You will then return to the catalog, where you can select another file to delete, or you can press Q to 
QUIT. 


You have doubtless noticed that these functions are fairly cumbersome on a one-drive system. The 
next lesson will show you how to set up a second drive if you have it available. You will find that 
TRANSFER, DELETE, and RENAME run much more automatically and are easier to run on two- 
drive systems. (Two other functions are available from the File Maintenance Options Menu. They 
are discussed fully in a separate appendix, FILE MAINTENANCE FUNCTIONS.) 


LESSON 9 — HOW TO SET UP A SECOND DRIVE 


THE PERSONAL SECRETARY™ can be used with either a single disk drive or a two disk drive 
system. If you do have two drives, and if they are hooked up in the usual way, THE PERSONAL 
SECRETARY™ can be made to take advantage of the second drive and to make your life a little 
easier. If you have only one drive, skip this section for now, but remember that there is a way to 
make it work, in case you get a second drive in the future. 


The Personal Secretary’ works much more easily and efficiently if you have two drives on your 
system — almost all disk handling will be eliminated, since the program disk will stay in drive 1, 
your document disks in drive 2, and The Personal Secretary™ will switch back and forth between 
them automatically. 


GETTING THE SECOND DRIVE SET UP 


(Excuse the following jargon, but..) the second drive must be set up in the same slot as the first 


drive. This is the most common way of hooking up a second drive, and it’s probably done that way 


- ON your machine. If you aren’t sure this has been done, ask your Apple dealer for a little help. 


Start up THE PERSONAL SECRETARY ™ by turning the computer on. Choose Option X, then choose 
Option 6. After a few moments, a display will appear that tells you — among other things — that you 
have ‘‘A. DISK DRIVES: ONE”’. Press A. 


Now the display will give you a choice between ‘‘DISK DRIVES: (O)NE OR (T)WO’’. Press T, for 
(T)WO. 


Now the display will reflect the action you’ve taken. Press ESCape and THE PERSONAL 
SECRETARY ™ will now expect to find two disk drives, not one. From here on, you will be operating 
as a two-drive system. 


a5 








PART FOUR: THE DOCUMENT PRINTER 














) 


% 





LESSON 10 — AN INTRODUCTION TO PRINTING 


Most of the first part of this manual has shown you how to edit a document, and get its spelling, ideas, 
and organization right. But editing is only half the battle: now you want to make sure the document’s 
appearance is as good as its content. 


THE PERSONAL SECRETARY™ has a number of tools to help you do this. These will be presented in 
the next several lessons. 


THE FORMAT OF EMBEDDED LAYOUT COMMANDS 


Commands to control the layout of a document when it is finally printed are ‘‘embedded”’ in the 
body of the document. The commands themselves never appear in the final printed output, nor do 
they have any influence on the document while the document is being edited. Hach printer com- 
mand appears on a line by itself, and that line begins with a ‘‘wedge’’, like this: }. You can type in 
these commands as you go along, or you can wait until the content of your document is just as you 
want it, and then insert the appropriate printer commands. 


For example, if you wanted your document to be justified (even left and right margin) then you 
would make one of the first lines of your document the command: 


»IN 

on if you wanted to change it later on, you would put the line 
»JO 

into your document right where your wanted it to change. 


The printer command format is rigid: certain parts of the command line must be located in certain 
positions on the line or they won’t be interpreted correctly. 


a) The first character must be ‘‘)>’’. 


b) The next two characters must be the command (the command can be either upper or lower 
case). 


c) The fourth character must be a space. 
d) The rest of the line must begin right after the space. Only the command may be on the line. 


THE INDENTATION COMMANDS 


INDENTATION 


Command: >in 

Example: >in 10 

Effect: Causes all subsequent lines to be indented the specified number of characters. Not only is 
the left margin temporarily moved in, but the width of the lines is reduced by an addi- 
tional five spaces so that there is a slight right indentation as well. The indentation stays 
in effect until you cancel or change it. It is cancelled by issuing a >in O. 


Indentation commands do not add on to one another. For example, >in 12 followed later on by >in 5 
does not result in an indentation of 17 spaces. After the >in 5, the indentation will be exactly 5 spaces. 
When you are in typing mode in THE PERSONAL SECRETARY™ and you want to type material that is 
to be indented, put in an )in command, and then starting on the next line type the material you 
want indented, but don’t indent it while you’re typing. If you do indent it, when the printer comes 
along it will take your indented line and indent it as much further as the }in command told it to. 


Of course you can use SHIFT-right arrow in typing mode to indent, but if you then change your 
mind about the amount of indentation, you have to change each line by hand. 
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CENTERING 


Command: 


Example: 


Effect: 


Command: 


Example: 


Effect: 


THE “CENTERING” COMMAND 


>on 
>co 


>en 
THE “CENTERING”? COMMAND 
>co 


>en causes all subsequent lines to be centered horizontally on the page. When you are 
printing in centering mode, lines are not combined with one another to meet a specified 
print width: each line is printed, centered, just as you wrote it. 


Some printers are capable of proportional spacing. >en generally will not produce 
centered lines when used with a printer in its proportional spacing mode. 


The >co command turns centering off. 
Note: The line to be centered must not be wider than your page width. This problem will 
not be evident until the document is printed. 
MARKING AN ADDRESS 
dad 
dad 
(Address lines here) 
dyad 
The ordinary text lines between a pair of })ad commands are, in addition to being printed, 


stored away. At the end of the document, the operator inserts an envelope in the printer, 
and these lines are used to make up the envelope’s address. 


RIGHT JUSTIFICATION — GETTING AN EVEN RIGHT MARGIN 


Sometimes it is useful to have the right hand edge of a page of text as even as the left hand edge, just like 
a book or a newspaper column. 


JUSTIFICATION 
Command: )>jn 
. djo 
Example: >jn 
Effect: All subsequent lines are printed with even margins on both the right and left edges. (This 


is called ‘‘right/left justification’’.) First the program, as usual, makes a line as long as it 
can without going any wider than the width you specified. Almost always, the line comes 


out a little narrower than the maximum width, and when the )jn command is in effect | 


extra spaces are inserted between the words in the line to fill it out. 


The )jo command turns justification off. 


HOW TO SET TABS 


The tab stops provided by THE PERSONAL SECRETARY™ are more powerful than those you will find 
on most typewriters. 


SETTING TABS (NOT THE SAME AS USING THEM) 


Command: 
Example: 
Effect: 


>tb 
>tb 80L,45R 


Sets up tab stops. In the example, two tab stops will be set up: the first tab field will 
begin at the 20th character position, and data for that field will be Left justified; the 
second field will end at character position 45, and data for that field will be Right 
justified. The L is optional. >tb 20,45R is equivalent to the example given. 
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You can have up to 16 stops, and they can be any mixture of right and left. 


RESETTING TABS WITHIN A DOCUMENT: Whenever you put in a new >tb command, the old one is 
cancelled. 


HOW TO USE TABS 


USING TABS 

Command: [ (This symbol is produced by pressing CTRL-T) 

Example: [3 lbs. onions [.86 

Effect: A line starting with a left bracket is treated as a tabulated line. Hach tab field is initiated 


with another left bracket. Trailing spaces at the end of a tab field and before the next 
bracket are discarded -so you can insert extra spaces to make your fields more readable 
on the screen. 
If tab stops had been set by the sample tab-setting command above: 
>tb 20L,45R 
then these lines, with embedded tab codes 


[3 lbs. onions [.86 
[Apple [1530.00 


would have this effect: 


3 lbs. onions .86 
Apple 1530.00 


ANY SCREEN LINE CONTAINING TABBED MATERIAL MUST BEGIN WITH [ (CTRL-T). If you intend 
your line to start at the left margin, the first tab setting will be 1L. 


Another example: Let’s suppose you have four tab fields set up, and you want to tab to the third field 
and print ‘‘one’’. You would type [ [ [one with the first [ at the left margin. If you wanted ‘‘alpha’’ and 
‘“‘peta’’ at the first and fourth fields, you would type [alpha [[[beta. 


When you are typing tab fields, extra spaces are ignored. Thus you can spread things out while you’re 
editing without destroying their final appearance. 


These lines would all appear the same when printed: 


{one [ [three [four 
{one[[three[four 
{one [[three [four 


but this one would not since only trailing spaces are ignored. 


fone [ [ three [four 


CONTINUING A TAB LINE 


Sometimes you will want to have more fields of information than will fit on one screen line. Normally, 
The Document Printer assumes that each new line is a new tab line rather than just a continuation of a 
previous tab line. 


To override this assumption, you can tell the printer program that the next line is to be considered a 
part of the current tab line. To do this, in typewriter mode press CTRL-C, then RETURN, at the end of 
the current line before the Editor forces you to the next line. The result might look like this: 


[This is the first / 


tabbed field, and / 
[This is the second 
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FILLING IN TAB LINES 
Command:  >fi 
Example: PER cscs 


Effect: When tabbed lines are being used, the empty space between tabbed fields is usually filled 
with blanks. The >fi command specifies a new string of characters to be used instead of 
blanks. 


LESSON 11 — HOW TO USE EXTERNAL FILES: 


People who need word processors like this one generally have one or both of the following problems: 
they frequently produce long documents that they would like to edit conveniently; or they produce a lot 
of repetitive documents that they would prefer not to spend a lot of time retyping. 


WHAT AN EXTERNAL FILE CAN DO 


In a restaurant, the waiter or waitress doesn’t usually bring a sample of each dish the restaurant serves 
to your table; instead he or she brings a menu. The food listed on the menu can be turned into real food 
just by your ordering it. 


An external file is like a menu item. It is a block of text that isn’t actually in your document but that 
you can retrieve whenever you want to just by ‘‘ordering’’ it. 


Here is an example of a document with four external files: 


THE PERSONAL SECRETARY 
WORD PROCESSOR 


General Introduction 


>XT LESSON ONE 
»XT LESSON TWO 
>)XT LESSON THREE 
>)XT LESSON FOUR 


Lesson Five - External files... 
The main document refers to four external files, each of which is itself a document. When the document 


is printed, the printer replaces each )XT reference with the content of the actual file. In this example, 
the four lines of external files are replaced by about 16 pages of typewritten text. 


The main document acts almost like an outline - it’s easy to read and follow. But whenever it’s time to 


print the main document, The Personal Secretary™ retrieves each external file as it comes up in the 
main document, and prints it as though it were a physical part of the main document. 


What about the user who has a lot of repetitive material? Once created, an external file can be ‘‘at- 
tached’’ to any main document, or to as many main documents as you wish, or even several times to 
the same document. This means that repetitive materials can be stored in external files and used 
whenever and as often as necessary. 


For example, if you are using The Personal Secretary™ to generate response letters for customer in- 
quiries, you may have a standard paragraph that outlines the terms and conditions of sale. You 
would make such a paragraph a separate external file, and whenever you needed it in a letter, you 
would insert a one-line reference to it which the printer would retrieve automatically. 


INCORPORATING VISICALC™ FILES 


In the spread-sheet program Visicalc™* , from Personal Software, Inc. there is an option to send format- 
ted reports to the disk instead of to a printer. These reports are given file names by the user. 


You can incorporate these Visicale™ print files’? in a document printed by THE PERSONAL 
SECRETARY™ by doing the following: 


1. Prepare a disk for use by both The Personal Secretary and Visicalc. Initialize it using the /SI 
option in Visicalc, then start up Personal Secretary and select choice ‘‘4. DELETE TRANSFER 
RESTORE.’’ Then select ‘‘C. RESTORE CATALOGS”’ and insert your Visicalc-initialized disk. 
When the program is done you will have a data/document disk that both programs can use. 
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2. Get your Visicalc file set up exactly the way you want it to appear. 

3. Use Visicalce’s ‘‘/IR’’ command to insert a new row just above the row where you want to start 
printing. | 

4. On that new row, in the first cell, type the number of lines that you will want printed by THE 
PERSONAL SECRETARY™. 

5. Putin the disk you prepared in 1. above. 


6. Use Visicalc’s ‘‘/P’’ command to mark the portion of the display that you want printed. In- 
clude as the first row the row you added in Step 2. You will have marked one more row than 
you wrote in Step 3. 


(NOTE: The first thing Visicalc will ask you after you type ‘‘/P’’ is to specify ‘‘Slot # or D.”’ 
Type D.) 


_%. Visicale will now ask you for a name for the ‘‘print file’ it is about to make. Provide a name 
different from the names of documents on your document disk. The disk drive will now run 
for a few seconds. 


8. The Visicalc print file is now on your document disk in a format that THE PERSONAL 
SECRETARY™ will recognize. To incorporate it in any other document, you simply refer to it 
by name with an )XT command. 


If you use the regular )XT command for a Visicalc file, the chart or table may start at the bottom of 
one page and overlap to the next. To keep this from happening, you can use the second form of the 
command, >XT nn. 


LESSON 12 — HOW TO CUSTOMIZE YOUR DOCUMENT - A Primer in Form Letters 
Go into The Document Editor and create a new document. Put just these lines in it: 


»KD 1,TELL ME YOUR NAME, PLEASE 
»KD 2,NOW, TYPE IN YOUR CITY 


Thanks very much &0O1. It’s nice to be 
teaching a person from &02. 


Save your document, then go to the printer program (Main Menu choice #2). Now choose this same 
document for printing. 


The program will ask you to press RETURN to begin printing. Do so. The screen will go blank, and then 
at the top of the screen, this will appear: 


TELL ME YOUR NAME, PLEASE 


Notice the typing mode cursor on the second line. Try typing your name, as the prompt line invites. 
After you press RETURN, the document will request your city. Type that in, too, and press RETURN. 


Now the program will actually print your document. Let’s suppose your answers were ‘John’ and ‘Min- 
neapolis’. The computer will print: 


Thanks very much, John. It’s nice to be teaching a 
person from Minneapolis. 


Run your document a couple of more times, entering different answers. The computer will customize 

your printing each time. 
CUSTOMIZED FORM LETTERS FROM THE KEYBOARD 

The )KD command is the first of several commands that allow you to reproduce customized form 


documents quickly and easily. You can, for example, write a form letter just once and store it on a 
diskette. When you need to send another copy of the letter, simply print it: the computer will 


‘prompt you for all the special information required, and will print a customized letter for you. 
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KEYBOARD INPUT 
Command: >KD ; 
Example: >KD 31, ENTER AMOUNT OF LOAN 


Effect: During printing of a document, the prompt line appears on the operator’s screen. 
Whatever response is typed in is stored away in the specified location (31 in the example). 
Later in the document, wherever the symbol &nn (&31 for the example) has been typed, 
it is replaced by what the operator typed. 


You can have up to 99 )9KD commands in a document. The ‘&’ symbols recognized by the 
computer are ‘&O1’ through ‘&99’. Symbols like ‘&aa’ or ‘&1’ will be printed just as they 
are. 


LESSON 13 — SPECIAL PRINTER COMMANDS 


Many printers have special features such as boldface, shadow printing, and subscripts and 
superscripts. A word processor should be able to take advantage of these features, but the sequence of 
‘‘keystrokes’’ required to turn them on and off varies greatly from printer to printer and even from 
model to model. 


With THE PERSONAL SECRETARY™, however, you can take full advantage of many of the special 
features of your printer; it will require some detective work on your part, and you may want to ask 
your computer dealer for some help. 


The basic technique is to (a) find out what your printer’s features are, (b) find out what special 
codes have to be sent to the printer to turn those features on, and (c) use a special form of the printer 
code definition to pass those codes from your document to the printer. 


As an example, let’s suppose you owned an NEC Spinwriter and wanted to be able to roll the paper 
backward as well as forward. If you consult the right NEC manual, you eventually will find that 
you need to press ‘‘E'SC 9’’ to make this happen. But if you try actually pressing ESC in THE PER- 
SONAL SECRETARY™, you are backed out of whatever you were doing: the ‘‘ESC’’ message never 
has a chance to get to the NEC. 


But that’s all right. Consulting the table below, you discover that the numeric representation for the 
ESC key is 87, and the numeric representation for the ‘‘9’’ key is 57. You can then write a printer 
code definition like this: 


>.rl #27,87 


and wherever you type .rlin your document, your NEC Spinwriter will do a reverse line feed. (.rl, of 
course, is just an example; you could use a period followed by any two letters you wanted to.) 


The secret is the ‘‘#’’ sign in the definition. It tells THE PERSONAL SECRETARY™ to expect a se- 
quence of key numbers. Hach number is separated from the next by a comma. There are no spaces 
after the # nor between the numbers. 


DEFINING A PRINTER CODE 


The >. command is the only one-letter (‘‘.’’) printer command. It is followed by any two characters 
and a space. The rest of the line is taken up with whatever you want those two letters changed to by 
the printer. 


USING A PRINTER CODE 


A printer code is used in a document by typing in a period followed immediately by the two letter ab- 
breviation you wish to use. 


That’s all there is to it, but here are some pointers: 


1. You could use a combination like ‘‘.15’’ as a printer code, but if you did, the printer might 
make mincemeat out of any numbers that happened to contain ‘‘.15’’ in them. It’s better to 
use alphabetic printer codes since two letters immediately preceded by a period are unlikely 
to occur in ordinary documents except as printer codes. 











2. You can use printer codes as you type without first defining them, but if you forget to define 
them before printing, or if you define them on some line after their first use, then the printer 
wili leave them just as you typed them. 

5. Warning: Just defining a printer code by using it after a ) won’t make it have any effect. You 
have to actually use it somewhere once you’ve defined it. 


CHARACTER TO CODE CONVERSION TABLE 


f 


Every key on a computer’s keyboard can be described in two ways: by its name and by its number. The 
‘“‘A’’ key, for example, has the following names: 


Key Name Numeric Value 


CTRL-a 1 
A 65 
a 97 


The keys are arranged in an orderly sequence. A, for example, is 65, and Z is 90 — the k6th number 
from 65. An abbreviated table of key names and their values is: 


Key Name Numeric Value Key Name Numeric Value 
CTRL-a 1 A 65 
RETURN 13 ae 
CTRL-Z 26 Z 90 
ESC Sy : ; 
O 48 : ; 
i 49 a 97 
9 57 Z 122 
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PART FIVE: THE ELECTRONIC CARD FILE 








LESSON 14 — HOW TO USE THE ELECTRONIC CARD FILE 


Introduction to Electronic Card Files. You have already been introduced to a number of methods for 
producing customized documents. These methods can meet your needs for most situations. 


* You can produce new documents from old simply by choosing an old document to edit, fix- 
ing it up, and saving it back under a new name. 

* You can produce a document from standardized pieces by using the }XT commands to assemble 
a number of things for printing. 

* You can use the )9KD command (Lesson 12) with the &nn commands to fill in blanks in 
standard documents at the time of printing. 


* And you can use all the above methods singly or in any combination. 


But there are some situations that these methods won’t help with - chiefly in the production of large 
volumes of customized form letters. 


WHAT IS AN ELECTRONIC CARD FILE? 


An “‘electronic card file’ is any program that helps you organize such information as mailing lists, pur- 
chase records, invoices, and so forth. 


It is important, in most cases, that you have such a program. THE PERSONAL SECRETARY™ includes 
a simple but fairly flexible one that we call, simply, the Electronic Card File. 


HOW ELECTRONIC CARD FILES CAN HELP YOU 


As far as word processing is concerned, the main use of electronic card files is to customize form let- 
ters or other semi-standard documents. For example, you might want to write a new-product- 
information letter to all your current customers, telling each of them about particular new items. If 
you had an electronic card file record for each customer showing name, address, and products 
recently purchased, using THE PERSONAL SECRETARY™ you could produce typewritten, tailored 
letters for each one by writing the letter just once. The steps you would go through are: 


a) Make up an electronic card file of all the people who should receive the mailing. 


b) Compose a ‘‘standard’’ letter that contains all the things you might want to say to the group 
represented by the card file. 


c) At the top of your standard letter, put in the appropriate command to tell THE PERSONAL 
SECRETARY™ what electronic card file your mailing list ig stored in. 


d) In the body of the letter, replace any specific names and addresses with references to the ap- 
propriate lines from each card file record. 


e) Inthe body of the letter, use the appropriate commands to make the printing of some sections 
conditional on the contents of each card file record. 


f) Print the letter. 
The material in the rest of this lesson describes how the built-in card file works, Step a in the above 


list. Steps b through f, which are the same for any manufacturer’s card file, are described in the 
next chapter. 
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USING OUR ELECTRONIC CARD FILE 
Option 3 on the Main Menu will take you to the Electronic Card File. 
While you are editing a card file, you put your card file disk in the same drive you would put your 


regular document disk in. You can use the same disk for documents and for card files, but this isn’t 
recommended (unless you are using a one-disk system, in which case it’s the only sensible way.) 


HOW TO PUT INFORMATION INTO A CARD FILE 


A menu of five choices will appear. Choose ‘‘E.’’ 


The disk will run briefly, and the next display will show you a copy of the master card, waiting for you 
to fill it in. You can: 


a) Press A to Add anew card. The typing mode marker will move down to the first line. Try that now 
with your sample file. Press A, and the marker will jump down to the space just after NAME. Try 
typing your name. Then press RETURN. Repeat this for the ADDRESS and CITY/STREET/ZIP 
fields. In the CODE field, type ‘‘secretary.’’ Press RETURN again. Now the marker has moved 
back to the end of the top line. The left arrow and shifted left arrow keys will perform just as they 
always do in typing mode. 





Make any corrections you want to on this card, then: ners 6 


b) Your next choice is to press ESCape. Since you are in the Add mode, you will be given the choice 
of Saving the card you have just filled out or corrected. Do that now. Press 8. 
For the sake of this practice session, add another card now. Press A again and fill out the card. In 
the CODE field, this time, put ‘‘cattle rustler’’ (you’ll see why later). After adding this second 
record, press ESC and S again. 


Now you have a card file with two cards in it - not enough to justify having a card file, but certainly 
enough to demonstrate some other features. 


USING YOUR CARD FILE AS A CARD FILE 


CASE ONE — HOW TO FIND A CARD CONTAINING SPECIFIC INFORMATION: Let’s pretend that your 
card file is much larger. For some reason, you need to find the name of a good cattle rustler. How would 
you do that? 


c) Type S. The computer will respond with ‘‘SHARCH IN WHAT LINE?” Type 7 (because you want to 
search the CODE field, which is the seventh one) and press RETURN. The computer will then ask 
“SHARCH FOR WHAT STRING?’’. At this point you can type in whatever you like. Typing ‘‘ust’’, 
for example, would get you all the cards containing ‘‘rustler’’ or ‘‘trustee’’ or ‘‘lust’’, etc. Typing 
‘‘s’? would give you every card with the lower case letter ‘‘s’’ anywhere in the seventh line. For 
purposes of this session, type ‘‘rustler’’ and press RETURN. After a moment or two the second 
card you created will be brought back to the screen for you to edit or examine. Press ESCape 
when you’re through looking at the card. 


Pressing ‘‘S’’ a second time will give you the choice of continuing the search. If you answer N, 
you can then start a search for something else. 


In general, you can use the § option to search for any string of characters in any line. 


There are other ways to search the lines of a set of cards. The following answers to the ‘‘SEARCH FOR 
WHAT?’’ question will have the indicated results. 


> 25 


would find cards with a speci- 
fied line whose value exceeded 
25. 


< 28 


would find lines valued at less 
than 25 


= 13.3 
would find lines valued at 13.3 
BLANK 


would find any line that had 
nothing on it 


CASE TWO — HOW TO FIND A CARD BY CARD NUMBER: Let’s pretend that you know that the person 
on aaa #1 has changed addresses, and you want to update the card. 


d) Type in a number and press RETURN. If the card whose number you typed exists, it will be * 
brought to the screen for you to edit. Information available on the screen tells you how many 
cards there are in use, and how many total you can have. 


CASE THREE — HOW TO GET RID OF A CARD: You want to throw away a card. To do this, you have to 


get the card up on the screen. You can do this with either the S or the # methods mentioned above. Then: 


a 
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e) Erase the first line of the card and press shift-D. Then press RETURN. The bottom of the screen 
prompts you to press D again to delete the card. Pressing any other key leaves the card intact. 


When a card is deleted, the last card entered into the file is put in its place, and the card file is 
made one card shorter. 


That’s the full range of options available in the card file editor. Other options require you to go one or 
more menus back. Press ESCape now, and you will be taken to a menu that includes ‘‘R-REARRANGE 
CARD FILE.”’ Press R. 


Now the computer will ask you how you want to sort your card file. First, give it the line number by 
which you plan to sort, and press RETURN. 


In a few minutes the computer will have finished rearranging your card file in this new alphabetical 
order. 
“Oo”? IS FOR OTHER 
The rest of this chapter is devoted to the card file features found under ‘‘O - OTHER OPTIONS.”’ Make 
that selection now. If you have a one-drive system, you will have to take out your card file disk, put in 
your program disk, then reverse the process. 
HOW TO PRINT REPORTS AND MAILING LABELS 
Choices 2 and 3 on this menu are the options to print special reports and mailing labels. 
These printing options are not part of The Document Printer. In some ways, they are more flexible, in 
some ways less. They do not allow you to merge your cards with other documents. 
REPORTS - SPECIFYING A FORMAT 
We will focus first on ‘‘3. PRINT REPORTS.”’ If you had an actual card file on your desk and wanted to 
compile a list from it by hand, you would put the cards in the order you wanted them and then, one ata 
time, type them on a sheet of paper, selecting some parts of each card to print and some parts to ignore. 
As you typed from each card, the format of your typewritten page would probably not be the same as 


the format of the cards. 


The report printer works in the same way. You tell it how many lines you want from each card and how 
you want those lines arranged. 


For purposes of this exercise, let’s assume you want the report to have this format: 


Secretary John Jones 
3121 Day Street 


Cattle rustler Miles Uvrope 
1925 Gemini Pl. 


Now you are shown the line names for your card file and are asked how many lines from each card you 
intend to use. Answer ‘‘'3.”’ 


The next thing you are asked is to show specifically which fields you want to use, and in what order. 
Since printers print from left to right and from top to bottom you will want to print these lines: CODE 
first, NAME second, and ADDRESS third. 


Specify them by line numbers, pressing RETURN after each. The three lines you requested will appear 
in the order you specified. For each line you need to specify a horizontal printing position in the report. 
For this example, you want the first line five characters in from the left edge, and second line 23 
characters in. Type 5, RETURN, 23, RETURN. | 


REPORT FORMATTING — MULTI-LINE 
You want the third field printed five spaces in from the edge on the next line. How do you specify that? 
No problem. Just type 5, RETURN. If the position of the field is less than or equal to the horizontal posi- 
tion of the previous field, the printer will do a carriage return automatically. This means that you can 
force something down to the next line by specifying a horizontal position less than or equal to the 
previous one. 


If you had made a mistake in entering any of these numbers, you could simply press RETURN 
repeatedly to get back to the earlier line, and use the left arrow to erase and retype the line. 


MAILING LABELS 


Option 2 on the Other Options Menu is much like option 3, but it gives you much less flexibility in for- 
matting. The fields you select to be printed are printed one per line in the order you specified. Labels are 
printed in a ‘‘one-up’’ format - one label wide. 


RENAMING CARD FILE LINES 


Option 1 on the Other Options Menu gives you the opportunity to respecify the descriptive names you 
selected for the card file lines earlier. You might choose to do this because of misspellings, or you might 
want to shorten the description in order to put more actual information on the line. The option is sim- 
_ ple. Each line’s description is displayed for you to edit. When you’ve changed it to suit your needs, just 
press ESCape. 


LESSON 15 — HOW TO INCORPORATE CARD FILE INFORMATION INTO 
YOUR DOCUMENTS: 
Making Personalized Form Letters 


Once you have a card file, either ours or one made with one of the information handling systems com- 
patible with The Personal Secretary’, you can start writing mail-merge form letters. 


We will present the necessary concepts in the form of an exercise. You will need an electronic card 
file with four lines per card: we will assume the names of those lines are ‘‘NAMB’’, ‘‘ADDRESS’’, 
“CITY/STATE /ZIP’’, and ‘‘PROFESSION.’’ If you don’t have such a file, imagine one or make one. 


For the exercise, we want to send essentially the same letter to all people in the mailing list. (In the 
next lesson, we will examine some ways to send more highly customized letters from one master 
letter). We will start with a ‘‘dummy”’ letter and gradually modify it so that it can serve a more 
general purpose: 


John Smith] _ 

17 Arlen Way] 

New York, NY 20002 
Dear John 


You must have fun being a cattle 
rustler. Please write and tell 
me about it. 


(Remember the purpose of the ‘‘]’’ is to force the computer to end the line instead of combining lines.) 


STEP 1: First, you have to let the printer program know that you are going to be using a card file. You 
would make your document start off like this: 


»MN ELECTRONIC CARD FILE 
John Smith 


etc. 
x 


STEP 2: Having told the printer which brand of card file, and which specific card file name you are us- 
ing, you now need to tell it which records from that card file you want to use. The )RN command does 
that. 


»MN ELECTRONIC CARD FILE 
>RN 
John Smith 


etc. 


ae 
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When the printer program encounters >RN, it takes the appropriate card from the card file diskette, 
and puts the lines from that card into the computer. How does it know what the ‘‘appropriate’’ card is? 
If you type 


>RN 5 
for example, it will get only record #5. If you type: 
>RN 7- 


it will get record 7 and print the letter, then record 8 and print the letter, then record 9, and so on until 
it has gone through all the records in the card file. The trailing dash after a number tells the printer to 
start at the specified record and continue to the end of the file. 


STEP 3: Now comes the important part: You have indicated what card file to use and what card to start 
with). It has gotten a copy of the appropriate card from the disk and into memory, but now what? 


If line 1 of your card contains a NAMB, then you would like line 1 substituted in your letter wherever 
you have currently typed out an explicit name. If in your document you type: 


&01 


then the printer will replace all occurrences of those three characters with the contents of the first line 
of the current card. 


If the first line of a card contained ‘‘apple’’ and you typed: 
Big &Ol1s have little &01s. 

The printer would print 
Big apples have little apples. 

If line 1 had contained ‘‘wart’’ the printer would have printed 
Big warts have little warts. 


But line 1 of the cards for our experiment contain the formal name of a person, so we will modify the 
document like this: 


>MN ELECTRONIC CARD FILE 
>RN 

&01) 

17 Arlen Way] 


etc. 


And we can go a few steps further, replacing all the expicit addresses with a line number from the card 
file, and replacing the reference to a profession with the PROFESSION line from the card file. 


»MN ELECTRONIC CARD FILE 
>RN 
&01] 
&02] 
&03 


Dear John 
You must have fun being a &04. Please write 


and tell 
me about it. 


Well, it’s not quite a general purpose letter because of that ‘‘Dear John.’’ We could have said ‘‘Dear 
&eO1:’’ but if line 1 is ‘‘John Smith’’ then the printer will print ‘‘Dear John Smith:’’. That’s not bad, but 
it’s better to set aside a line in your card file to contain the ‘‘greeting name’’ of the people you are 
writing to. 
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Some final points about the & commands: 


a) You must have two digits following the &, not one. ‘‘8&1’’ will not be converted to the contents of 
line 1, but &0O1 will. 


b) Ifyou use an & command for a line that’s outside the range of a card and hasn’t been used with a 
>KD command, then the printer will just print the & command as it stands, without trying to 
change it to anything. 


c) You can re-use the & numbers, and have them in any sequence. In the example, we used them in 
1,28,5,4 order, but that’s not necessary. 


LESSON 16 — CONDITIONAL PRINTING 


The commands presented in the previous lesson give you a great deal of power to customize form letters 
by inserting information stored elsewhere - on a card in a card file; but they don’t give you all the power 
you need. 


Assuming you have a card file like ELECTRONIC CARD FILE from the last lesson, with the four lines 
“NAMB’’, ‘‘ADDRESS”’, ‘‘CITY/STATE/ZIP’’, and ‘‘PROFESSION,’’ suppose that you wanted to say one 
thing to all the secretaries to whom you were sending a letter, but a very different thing to all the cattle 
rustlers. How would you do that? Here’s how: 


»MN ELECTRONIC CARD FILE 
>RN 
&01) 
&02) 
&03 


Dear &0O1: 


You must have fun being a &04. Please write 
and tell me about it. 


>IF 4 secretary 

There certainly is more to your job than just 
typing and filing. 

>IF 4 rust 

I understand that cattle rustlers lead 
exciting lives. 


>IF 


What will happen when the above letter is printed? Well, IF line 4 of the current card has ‘‘secretary’’ in 
it, the paragraph about secretaries will be printed. IF line 4 has ‘‘rust”’ in it, then the paragraph about 
rustlers will be printed. If line 4 had both ‘“‘secretary’”’ and ‘‘rust’’ in it, then both paragraphs would 
have been printed. 


CUSTOMIZING BY USING THE ‘IF’ COMMAND 


. THE IF COMMAND 
Command:  )if 


Example: >if 5 boy 
>if 5 > 99.50 


Effect: Examines the specified line (#5 in the example) of the current card of the 
current electronic card file. If anywhere in the line the specified word 
(‘‘boy’’ in the example) is found, then the following lines of text are 
printed. Printing continues until the next if. 


The second example shows how the command handles numbers. In the example, if there were just a 
number on line 5 and it were greater than 99.50, then the following text would be printed. The relation- 
ships of equal (=), greater than (<) and less than (>) can all be checked. 


If the right conditions aren’t met, all following lines until the next >if are skipped. An >if with no line 
number specified will always restart printing. (A common mistake is to forget to put a line with just >if 
on it at the end of a whole sequence of conditional printing. The effect is that after the last unmatched 
>if, printing is turned off for the whole rest of the letter.) 
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APPENDIX A — TECHNICAL DETAILS 


All files executed by The Personal Secretary’ word processing system are standard text files. User- 
prepared text files in the same format should be as easy to manipulate using The Personal 
Secretary'™ as files generated by The Personal Secretary™ itself. 


Documents and card files both allow embedded commas, colons, and quotation marks. If you intend 
to read The Personal Secretary™ files into your own programs, you will need to use GET statements 
or a non-standard input routine like the one in ‘‘Contact’’ #6. 


DOCUMENTS 
A document disk always has a file called ‘CATALOG’ on it. This is a sequential text file. The first input is 
a negative number equal to 1 + the total number of documents on the disk. The next two ingle are 


numerics that can have any value you wish. 


If the first input had the value -n, then there are n inputs remaining. The first of these is the character 
string giving the name of the document disk. Each of the remaining inputs is the name of a document. 


Document files themselves are also sequential text files. The first input is a positive number, n, giving 
the total number of lines in the document. The n remaining inputs are the n actual lines of the docu- 
ment. 

CARD FILES 
Every card file disk has a sequential text file called ‘MAILCAT’ on it. The first input in this file is a 
numeric, n, equal to 1 + the number of card files on the disk. The second input is the name of the disk, 
and the remaining n-1l inputs are the names of the card files on the disks. 
The actual file name of a card file is always preceded by the characters ‘‘M*’’. 
Each card file is a text file treated as both a sequential and a random access file. 
Treated sequentially, the first input in the file is a number, m, stating the number of records. The se- 
cond input is a number, n, stating the number of fields per record. The remaining n inputs are the 
names of the fields, each a maximum of 12 characters. 
Treated as a random access file, there are m records, numbered from 1 to m. The length of each record is 
20*n. Within the record, each of the n fields may be as long as necessary so long as the combined 


length, including carriage returns, doesn’t exceed 20*n characters. 


As a practical matter, if the card file editor is to be used, the length of each field may not exceed 37 
minus the length of the descriptive name for the field. 
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APPENDIX B — MATCHING THE PERSONAL SECRETARY™ TO YOUR PRINTER 


Before you use the printer for the first time, you will need to make sure The Personal Secretary™ is 
3et up for your particular equipment. Once that’s established, you won’t need to check it or change 
it again unless you install different equipment on your system. 


To match The Personal Secretary™ and your printer: 


a) From the Main Menu, press 6. 
b) After a few seconds, the following page will appear: 


MATCHING THE PERSONAL SECRETARY™ 
TO YOUR COMPUTER. CHOOSE A LETTER 
TO SELECT AN ITEM TO CHANGE. 


A. DISK DRIVES: ONE 
B. PRINTER: 3 _ 

C. DISK DRIVE SLOT: 6 

D. PRINTER SLOT: 1 

P, DEFAULT PRINTER MARGINS, ETC. 
ESC QUIT 


d) This is the page you will always come to if you need to change your hardware setup. For now, 
raake sure selection A. DISK DRIVES stays set to one (no matter how many drives you have on 
your system); just press B. PRINTER. The following screen will appear: 


WHICH PRINTER SET-UP DO YOU HAVE? 
1. CENTRONICS 737 

&. IBM-ET SERIES 

5. NONE OF THE ABOVE 


4. I DON’T KNOW BUT I CAN’T GET IT TO 
PRINT WIDER THAN 40 CHARACTERS 


CURRENTLY: 3 
e) The Personal Secretary’ works with practically all printers on the market, and most of those 
fall into classification 3. If your printer needs one of the other settings, just indicate it by 


pressing the appropriate letter. If you have questions about the appropriate setting, check 
with your hardware dealer. 
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SYSTEM REQUIREMENTS 


The Personal Secretary™ will run on any 48K Apple with one or two disk drives and with Applesoft in 
ROM or with a Language System. 


Virtually all ROM printer interfaces are supported. 
A one-wire shift-key modification (included) must be installed by the user. 


A lower case adapter chip (also included) must be installed. If the Apple is a Revision 6 or earlier Apple, 
the included LCA chip will NOT function: in this case the user must supply the LCA chip. 


Hiditing is done on the 40 character Apple screen, but embedded commands allow printing out to any 
desired width less than 255 characters. 


It is strongly recommended that the LCA be dealer-installed. There may be an installation charge. 


SHOULD YOU BUY THE EXECUTIVE SECRETARY INSTEAD? 


The Personal Secretary allows only one card file per diskette with 299 cards per file and 7 fields per 
card. It has only 14 commands to control print formatting (more than enough for most personal needs). 
The Executive Secretary allows multiple card files with up to 999 cards per file and 13 fields per card. 
There are over 50 format control commands available. The Executive Secretary includes Electronic Mail 
and Alphabetical Indexing—features that are not available on The Personal Secretary. 


Telephone ‘handholding’ is provided for The Executive Secretary. Assistance with The Personal 
Secretary is provided either through your dealer or by mail with us. 


TRADE-IN POLICY 


Return this manual, your program diskette, your backup diskette if you have one, and a certified check 
for $200.00 to Sofsys, and we will replace it with The Executive Secretary. 


DISCLAIMER 


The shift key and lower case adapters provided with this product should be installed by a qualified pro- 
fessional and are installed at the user’s risk. 


The Personal Secretary is sold ‘as-is’ in regard to fitness for any particular purpose. The manual ac- 
curately describes what it does; it is up to the purchaser to decide if those functions meet the 
purchaser’s needs. Our liability is limited to replacement of any defective elements of the 
product. 


Sign and return this card with a check for $7.50 and we will send you a second copy of the program 
disk. To receive the latest update, or to replace a damaged program disk, return the disk with a check 
for $7.50 and proof of date of purchase any time within a year of your purchase date, and we will send 
you a copy of the latest disk. 


Signed 





